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1. | JOB ORDERS:

. Folders for each board and commission, alphabetically Retain printing requests,

arranged, containing printing request forms along with samples and monthly
samples of work done. From the data recorded on these reports for three (3)
printing requests, a monthly report of production is years, then destroy.
prepared. '
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ASENCY DI VISMION
l:‘:m Description Retention
This Schedule Supercedes Schedule 612-6
Dated September 22,1975
1 Job Orders:

Folders for each board or commission,
alphabetically arranged,containing printing
request forms along with samples of work
done. From the data recorded on these
printing requests,a monthly report of pro-
duction is prepared.

License Printouts:

Printouts of license summaries and license
histories, divided into separate agencies.
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Retain printing Re-
quests, samples and
monthly reports for
three (3) years,
then destroy.

Retain for three (3)
years then destroy.
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AOENCY DIVINON
Ite .
N: Description Retention
This Schedule Supercedes Schedule 612-§
Dated September 22,1975
1 Job Orders:
Folders for'eacﬁ;board or commission, Retain printing Re-
alphabetically.arranged,containing printing quests, samples and
request forms along with samples of work monthly reports for
done. From the data recorded on these three (3) years,
printing requests,a monthly report of pro- then destroy.
duction is prepared.
2 License Printouts:

Printouts of license summaries and license
histories, divided into separate agencies.
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Retain for three (3}
years then destroy.
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